Montana Association of School Business Officials
Annual Meeting - June 19-20, 2008

Annual Data Collection
....nhavigating the system!

S

QPI Montana Office of Public Instruction
Linda McCulloch Superintendent www.opi.mt.gov



What YOU do
to Improve data quality affects
your district’s bottom line

‘ =
Your dat\ v %:
Your district %, 'S.
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Issues and Problem Areas

Adding and deleting staff i
— New teachers ﬂ—"—' %

— Unlicensed teachers

FTE allocation &

/

Staff Assignment Codes
Professional Licenses
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Recognition

e Thank you to the Harlem HS District
Administrators and staff (including MASBO
President Teresa Cornell ©)
who have graciously given
us permission to use their ADC
data in our test environment.

e Now let's take a closer look
at the iIssues and solutions.
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Add Stalff

o ‘Staff Assignments’ screen
— Click on “Add Person”

 ‘Find a Person’ screen
— Enter name, folio, SSN, or license #
— If found
e Click on “Work with Person”
— If not found
e Click on “Add a New Person...”
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Transfer or Add ? Assignments

Transferring assignments can save time and
reduce the number of errors

— Similar classes/schedules

Teacher whose assignments have been
transferred is deleted

Transfer to folio once issued (before 1 Dec)

Adding assignments from scratch

— Correct Job Code
— FTE
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Find a Person

e Search by Last Name, Folio, SSN, PL

mearch for cedified or non-cedified staff already in the system. If a person is not in this "
list, choose Add a MNew Person. Check carefully before adding a name to the list. Enter R
ool with no hyphens or spaces.

o |azt Mame

T Fuolio Mumber is like || Eind

" Social Security Mumber

" License Mumber
FoliolD Name Gender Race

Work with Zelected Person | Add & Mewy Perzon Mot Found in List

frmdzzignmentPerzonFind
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Add a New Person

Search for certified or non-certified staff already in the system. If a person is nat in this B

list, choose Add a Mew Person. Check carefully before adding a name to the list. Enter

SSM with no hyphens or spaces. CI iC k

® | 35t Marme

" Falio Murmber is like |aaron Eind kL Fi n d b
" Social Security Number

" License Mumber
FoliolD Hame Gender Race
I| i) Aaron, Henry H hlale BLACK

s this Is the right person? NO —
click on

YES — “Add a
click on > | ‘ New

“Work ~_—— Person

with Not
Selected Found in
PerSOn" | Llstn
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Add an Assignment for New or
Existing Person

Assignment by Person

No Assignments for Henry Aaron e

Job Grade Grade Student
Edit? School or District Hame Code De=scription FTE Unit FTE Low High Load

Add
Assignment t—

Add Azsignment ‘ Update Persan
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Transfer Assignments

e Select person to transfer assignments
FROM

Transfer Assignments

|~

Click on
“Select a
Person” to
find the new
staff member
you just
added

Use thiz screen to transfer assignimerts from one person to another, This festure alloves one to maove
21| one person's assignments to anather person. Al assignments for the selected person and school o EL"
[[:F B district are moved from the ald persan to the new.
Click to H
Select H Move assignments from: |Carr, John Frederick |
Sch to: | |

School 0O 4

School O Transfer Assignments to Mew Person 1
[ lechool @ _ _ 5
— frin&ssignment Transfer

=choal - - T . 1

School 0043 Harlem High School Teacher Y7955 Carr, John Frederick 083ar 100 i

=choal 0043 Harlem High Schoal Teacher EB553 Danahue, Rodney J 0567 B2 T

School 0043 Harlem High School Teacher 23027 Faulkinberry, Kimberhy L ogar 73 o]

=choal 0043 Harlem High Schoaol Teacher 20178 Green, Harry = [UE=1° . i ]

=choal 0043 Harlem High Schoal Teacher 791958 Gutesha, Chriztine oosy 1M 1

=choal 0043 Harlem High Schoal Teacher 70347 Harriz, Heidi Marie 0567 B3 T
| |School 0048 Harlem High School Teacher 47555 Heppner, Cynthia & 0347 28 3

School 0049 Harlem High School School Counselor E1580 Hodgson, James R 0334 56 1

Schoal 0043 Harlem High Schoal Teacher 43503 Kienenberger, Leons M osino &1 T

School 0049 Harlem High School Special Education 21811 Kolar, Barbara | 0375 180 1

T Wiork With Perzon Add Perzon Delete Person Tranzfer Azsignments
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Find Person to Transfer TO...

Search for certified or non-certified staff already in the systemn. If a person is not in this
list, choose Add a New Person. Check carefully before adding a name to the list. Enter
55N with no hyphens or spaces.

ﬂ

& Last Mame

Enter
search
criteria and
click “Find”

T Folio Mumber is like [aaron K
" Social Security Mumber
© License Number
FoliolD MName Gender Race
Z| i) Aaron, Henry H Male BLACK

If found, click on
“Work with
Selected Person”

Wiork with Selected Person | Add & Meww Person Mot Found in List

frmdzzignmentPerzonFind

School 0043 Harlem High Schoaol Special Education 21811 Kolar, Barbara | 037 180

Wiork With Person

Add Persaon

Delete Person Transfer &Assignments

frrdzzignments urmrmary
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Transfer Assignments

* Once you transfer assignments, the

person from whom the assignments are
being transferred Is deleted

Transfer Assignments

OR click
Usze thiz 2creen to transter aszignmerts from one person to another. This feature allows one to move here to
one perzon's assignments to another perzon. All azsignments for the zelected person and school or Eli"

district are moved from the old person to the new. \ CA N CEL

Move azsignmerts from;  [Carr, John Frederick

to:  |&aron, Henry H

3elect a Person; |

Tranzfer Azsignments to Mew Person

Proceed
with
TRANSFER
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When ALL Assignments have
been Added and/or Updated

* Delete any staff who are no longer
employed In your school/district

e Unlicensed teachers

— Folio must be Issued
before December 1 to be valid
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FTE Allocation

e Fulltime =1.0 FTE

—Adjust FTE Units so they don’t exceed
1.0

 Reflect teacher’s schedule

e If shared between schools, allocate
oroportionally
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FTE Teacher’s

total FTE
for this

e Look at Assignment Summary school

ﬂm 0043 Harlem High Schadl Teacher 755G Carr Jatm Frederick 0887~ 100

Assignment by Person

Carr, John Frederick Unknown Male
Job Grade Grade Student
Edit? School or District Hame Code Description FTE Unit FTE Low High Load |
p| Yes TEpEE 0043 Harlem High School SH  Study Hall 0.087 FTE 00sF 4 12 7 [
Yes School 0049  Harlem High School EMO1  EnglishiLanguage Ads P-1 0130 10 10 11 [
Yes School 0049  Harlem High School EMO1  EnglishiLanguage Az P-2 0.1:30 9 9 14 [
( Yes School 0049 Harlem High School PT Prep P-3 0130 9 12 u} [
Cl ass Yes School 0049  Harlem High School EMO1  EnglishiLanguage Arts P-4 0130 9 q 17 [
Yes School 0048  Harlem High School EMO1  Englizh/Language Arts P-5 0130 9 9 20 [
I ev EI Yes School 0049  Harlem High School EMO1  EnglishiLanguage Ads P-E 0.130 9 10 10 [
d t . I Yes School 0049  Harlem High School EMO1  EnglishiLanguage Az P-7 0.1:30 9 10 21 [
Organization Mame: |Harlerm High School (School 0045) w
FTE Unit: |E|.E|Ei?' FTE - 0.037 FTE w  Click here to Setup Periods and Time Units
Job Code: |SH - Study Hall + Report Teaching Assignments by Period

Additional Job Description: |Ad\risement

Lowest Grade: [9 w lssue with Assignment r

Highest Grade: [12 w lssue Resolved [

Student Load: |7 Motes: |

Add Assignment | Delete Assignment Update Person

frm&zzignmentPerzon
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Add or Adjust FTE

Period/Fte HNames for Organization

Harlem High School e \ -

FTE is the "full-time equivalent” which is the number of hours of
work normally required in a fulltime position.

Period/FTE Hame FTE
] 0.087
] 0.334 FTE 0.334
] 0.375 FTE 0.375
] 0.500 FTE 0.500
] 1.000 FTE 1.000
] P-1 0.130
] p-2 0.130
L Work with Selection Add a Mew PeriodFTE | Delete Selecﬂjn =
N T~
Modify Add new Delete selected
existing period or period or FTE -
period FTE only if not being
or FTE JBEL
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Staff Assignments

e Use correct job code
— Ask questions
— Compare ADC and current staff list
— Match schedules
— Match teacher assignments to endorsements
(if possible)
e See report (copies are available for you)
— Next slides show how to use & access report
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Navigation Tips
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Staff Assignment Codes
Report

e Access from OPI home page (www.opi.mt.gov)
— Hover mouse over Ed Data
— Select ‘ADC District FTE’
— Click on ‘Get Job Codes Listing’ button

 URL (copy into your browser)

http://data.opi.mt.gov/QualityEdFte/PDF/ADC%20Staff%20Assignmen%
20Codes.pdf
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ADC Staff Assignment Codes — cont’d

* Access via the Accreditation webpage
— “Programs & Services of OP/”

— Under ‘Accreditation
e Click on ‘Annual Data Collection’
e http://www.opi.mt.gov/ADC/Index.html

Additional Annual Data Collection Resources:

EII;& 2007-08 Annual Data Collection Training CI IC k
Eﬂ# ADC Table of Contents h ere to

m’& Job Codes List with Definitions

et
ﬂﬂ;&( Job Codes List With Data Use Detal @ g
Eﬂ}& Glossary of Terms report
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Using the Report

Col 1- ADC Staff Assignment Code
— ‘Assignment by Person’ screen

Col 2 — Assignment Code Description
— Help to select correct job code

Col 3 — Org Level that Uses Assignment
— District, School, SE Coop

Col 4 — Used by Accreditation
— Determine misassignments
— Preliminary Accreditation Report
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Using the Report p.2

 Col 5—- Type of License Required

— Educator

e Issue Date before December 1 to be valid for
accreditation purposes

— Professional

 DOLI interface is manual lookup by data entry
person

* Check expiration dates!!
— None
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Using the Report p.3

e Col 6 — Assignment Included in Quality
Educator Payment

— Help interpret ADC District FTE (QE) Report

 Col 7 — Assignment included as Core
Academic Subject under NCLB

— English, Reading/Language Arts, Science,
Foreign Languages, Civics & Government,
Economics, Arts, History, and Geography

— Highly Qualified means teachers are licensed and
endorsed Iin the subject that they are teaching

 Col 8 — Assign Used in SpecEd
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What is Highly Qualified?

NCLB

— Licensed and endorsed in subject area being
taught

Licensed Professionals
— Hold a valid license (DOLI interface)
Paraprofessionals (PP01 & PP02)
— Additional Qualifications

Use ‘Update Person’ screen
— Gender and ethnicity
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Professional Licenses

 \When you click on ‘Update Person’ this
dialog box Is displayed.

Update Race/Gender Reminder R

For job codes that require lizensing the application now links to the Mantana Business & Occupational Licensing Bureau regiskry For retrieval of thase license
numbers,

(hiose the License Type from the drop-down menu and then choose the name and license number from the License Number drop-dawn menu, which is in order
by last name,

Default gender and race are prefiled - be sure to update these filds if nat correct,

Mame: of licensee from the ficense Number registry wil override any name aleady entered,

.................................

.................................

e Click “OK” to display the ‘Edit Person’
screen.
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Professional License Lookup

e Department of Labor & Industries 2 - Enter

] the first
(DOL') Interface few letters
_ of the last
Edit Person name and
FoliolD: [ O :
First Name: [DWAYNE Middle: [E Last: [BARTH C“l::c_kdoun
Gender: |Ma|e w In
Race: |White, Mon-Hispanic v /‘

Additional Enter a partial name, click find o narrow the list, Find | | / Reset |#

Qualifications: Reset sets the list back to ALL Licenses,
License Type License Info || .
Occupational Therapy « v_ 3 - Click on
/v Cd/CdiLicense Mumber LastMame the dI‘Op-
<o o] OT /OTAED BARTHA TANIA down arrow
frndzzighmentPersonll pdate = OT /OTAMAN BLALIRAMMN TIMOTHY tO IO C at e a
£ match
1 - Select
Additional
Qualifications or
Llcense Type QP Montana Office of Public Instruction
Linda McCulloch Superintendent www.opi.mt.gov




DOLI License Lookup

« MT Department of Labor & Industry (DOLI)
website: http://www.dli.mt.gov/ and click
on “Licensee Lookup System”

 Information you will need:
— Profession

— Last name of licensee or license number
— City
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DOLI Licensee Lookup —
Select the Profession

The first screen

There Is a demo available if you need it.
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DOLI Search screen n you\

have the
license
Cromsa s o0 | Lo e e number -

Montana Dept. of Labor & Industry

Licensee Lookup System
Feedbach

Business Standards Division

Instructions Search Tips

Ways to search for information on individual
licensed professionals in Montana...

the rightto search
by name, license
number, city, town,

zip code, or county.

MORE ABQUT THIS ) ' ) L ) ' - ) -
DATABASE AND » For more information on professions within the licensing boards, visit Business Standards Division.

2. Search\
- on name:
e need city

o and/or
\_ county
QP Montana Office of Public Instruction
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2. ... or By the Name and Location of the Licensee

Licensee Lastor Business Name: (Required)

Choose at least one of the following additional criteria:
Licensee First Mame




Licensee Search Completed

e Results

Montana Dept. of Labor & Industry Licensee Lnnkup System

Business Standards Division

Instructions Search Tips Feedback

To view details for a licensee, click on the individual's name.

Licensee City State  Profession License Type Specialty License No. Status Expiration Date
HARLEM MT Murses Registered Murse 15750 Active 1213142008
s this the
right
person?
Note license #

and expiration
date
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Lookup Fails in ADC

 If you have not been able to find the
person via the license lookup in ADC,
check in the DOLI system.

 Reasons for not finding the person:

— Name doesn’t match

e Misspelled
 Changed — marriage

— License has expired
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and then.... a~QR

e Check with district HR
— Should have license in personnel file

* Notify the Superintendent

e Remember —
— Quality Ed payment depends

. . )
on professional licenses Z
being valid ‘o
\‘\\’4@
et
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Data Uses

Accreditation
— Misassignments and Unlicensed Teachers

Quality Educator Payment
— FTE and Job Code

Reported to the state Legislature and used
In formulating state education policy

Reports (State and Federal)
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Reports

e NCLB Report Card
— Classes Taught by Highly Qualified Teachers

e Consolidated State Performance Report
(CSPR)

 EdFacts (Eden Federal reports)

e Higher Ed Act Title Il report of highly
gualified teachers

QPI Montana Office of Public Instruction
Linda McCulloch Superintendent www.opi.mt.gov



Loan Forgiveness Program

e Shared with MT Guaranteed Student Loan
Program (MGSLP) to help determine
critical teacher shortage areas and verify
employment for the new teacher loan
forgiveness program implemented during
the last legislative session

— Personnel Recruitment and Retention Report
data is included In this determination
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Questions 7?7

 If you have a specific situation or need
answers to questions that weren’t covered
here, please contact me at OPI:

—Karen Crogan
— Accreditation Data Control Specialist
— ADC Data Manager

» (406) 444-2410

e KCcrogan@mt.gov
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